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1 | POC Start Process for Third Party Review

Prior to submission of PO or Plans for Review:

e Project must be setup in PROCORE using the PROCORE Set-Up
Sheet. This will be done upon contract preparation and prior to
procurement of Third Party Review. Setup Sheet will be
submitted to procore@azdoa.gov.

e [ocation of Set-Up Sheet:
https://gsd.az.gov/content/procore-project-set

Once your project is set up in PROCORE, all project correspondence will
be submitted in PROCORE using the EMAIL TOOL:

Project Tools
Documents

Project Management
Emails

e POC shall provide an estimated value of construction to the Third
Party Reviewer in order to set up a PO. The request for this
proposal will be done via PROCORE email - see screenshot below
to find the Email tool in PROCORE:



mailto:procore@azdoa.gov
https://gsd.az.gov/content/procore-project-set
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e When sending your proposal request, choose “Create Email” in
the top right corner of the PROCORE screen:

+ Create Email

e In the “To” dropdown, select “Third Party Reviewer.”

To: |Start typing to search people...
W G5D Support Staff
Private: @ W PCS Management
¥ Project Managers

Subject: & Third Party Reviewer

e [Enter your subject line:

Subject:

e Enter your request comments and estimated value of construction
in the “Messages” box. (Request that your proposal be sent back
via PROCORE Email when typing your request into the Messages
box):
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Message:

Sent From Procore.

e C(lick on “Send”

e Third Party Reviewer will return the estimate via PROCORE
Email using the steps shown above.

e Once the estimate is received from Third Party Review, a PO will
be requested by the POC. PO should be issued well in advance of
the completion of the plans and specs. Send a copy of executed
PO to Third Party Reviewer via PROCORE email using the
process above, and cc SR.

Note: Third Party Plan Review will not commence until PO is
received AND the Statutory Review and Risk Exposure Checklists
are completed and returned via PROCORE Transmittal.
Additionally, the Drawing Submittal Requirements Checklist must be
submitted as a cover page when initial plans are submitted for
review.
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POC
A/E
SR

Statutory Review Plan Submittal

e Prior to submitting plans for first review, POC must submit the
signed and dated Statutory Review Checklist as a Transmittal in
Procore. (The checklists will be sent to the POC upon initial
project set up, as well as instructions on how to resubmit as a
Transmittal). Statutory Review Checklist may also be found at:
https://gsd.az.gov/statutory-review under Checklists. You will
find the instructions for submitting Transmittals at:
https://gsd.az.gov/statutory-review:

Information & Procedures
PROCORE Project Setup Instructions
Checlklist Transmittals through PROCORE Instructions
e The Drawing Submittal Requirements Checklist must be attached
as a cover page to the plans when submitting for the first time for

Third Party Review. The Checklist can be found at:
https://gsd.az.gov/statutory-review under Checklists.

Checklists

Contract Review Cheeldist

Dirawings Submittal Requirements

™ L 1 - 1.7
Froject Lloseour L hecklist

~
i

1sE-rroject Lxposura Checkhst

Statutory Feview Checklist

e POC will place the Drawing Submittal Requirements Checklist
and Plans and Specs in the PROCORE Document Tree under
Statutory Review Files - AE Plans and Spec Submittal. (See next
page for screenshot)



https://gsd.az.gov/statutory-review
https://gsd.az.gov/statutory-review
https://gsd.az.gov/statutory-review
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Documents
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+# Documents

Add Filts

E R in

+ [ ©1Design Contract Review Files

H B 02 Statutory Review Files

H [ A-A_EPlans and Spec Submittal

B-1st Review Comments
C-2nd Review Comments
D-3rd Review Comments
E-BY Final Reviewed Plans and Specs
F-ADOA Final Approved Plans and Specs

e POC then notifies SR with cc to TPR via PROCORE email.
Please indicate the file location in PROCORE where the plans
can be retrieved. NOTE: Please use the Email Tool as described
above - do not email directly from the Document folder.

e Third Party Review begins 12 Working Day review process upon

date of PROCORE email to SR with cc to TPR.

r -

Project Managen
Emails

RFls (+)
Submittals (%)
Transmittals
Meetings
Schedule
Photos
Drawings

Specifications
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TPR
SR

TPR Completes First Review-Approved

e Third Party Reviewer will review and approve plans, upload them
to the PROCORE Document Tree under 02 Statutory Review
Files - E - BV Final Reviewed Plans and Specs, and submit an
email via PROCORE to Statutory Review indicating location of
stamped and approved plans and specs.

Documents

Add Filter -

E I
+ [ 01Design Contract Review Files
H B 02 statutory Review Files
+ [ £-A_E Plans and Spec Submittal

Bl B-1st Review Comments
B C-2nd Review Comments
B O-3rd Review Comments
B E-BV Final Reviewed Plans 2nd Specs
3 F-2ADOA Final Approved Plans and Specs

e Statutory Review will digitally approve plans and specs, and
place them into the PROCORE Document Tree under Statutory
Review Files - ADOA Final Approved Plans and Specs.

e Statutory Review will notify Point of Contact via PROCORE
email of Final Approved Plans and location.
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+# Documents

Add Filter -

=8 :
+ [ 01Desizn Contract Review Files
E B 02 statutory Review Files
+ B A-A_E Planz and Spec Submittal

B B-1st Review Comments
BB C-2nd Review Comments
B D-3rd Review Comments
BB E-Bv Final Reviewed Plans and Specs
B F-AD0A Final Approved Plans and Specs

4

TPR
POC
SR

TPR Completes First — Third Review With Comments

e Ifrevisions are needed TPR will notify POC with cc to SR via
PROCORE email. TPR will place plans and specs into the
PROCORE Document Tree under Statutory Review Files - 157
Review Comments (2" Review, 3" Review, etc).

< Documents

Add Filter -

E R .
+ B ©1Design Contract Review Files
= B 02 Statutory Review Files
+ [P A-A_E Plans and Spec Submittal

B E-1:zt Review Comments
B C2nd Review Comments
B D-3rd Review Comments
B E-BV Final Reviewed Plans and Specs
B F-aD0A Final Approved Plans and Specs
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e POC will ensure A\E addresses all comments in a timely manner.

e POC will upload Revised/Corrected Plans under the PROCORE
Document Tree under Statutory Review Files - 1°" Review
Comments (2" Review, 3" Review, etc). File name will indicate
“Revised/Corrected Plans” as well as which Review (2nd, 3rd,
etc).

Documents

Add Filter -

=8 |
+ [ 01Desizn Contract Review Files
= B 02 statutory Review Files
+ B A-A_E Planz and Spec Submittal

B E-1st Review Comments
B C-Z2nd Review Comments
B D-3rd Review Comments
B E-BV Final Reviewed Plans 2nd Specs
B F-ADOA Final Approved Plans and Specs

e POC will email SR and cc TPR of resubmission, as well as
location of revised plans.

SR

Distribute Approved Submittal

e Within 3 working days of receipt of TPR stamped plans, SR
places the final approved plans and specs into the PROCORE
Document Tree under Statutory Review Files - Final Approved
Plans and Specs, and notifies POC via PROCORE email.
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+# Documents

Add Filter -

=8
+ [ 01Desizn Contract Review Files
E B 02 statutory Review Files
+ B A-A_E Planz and Spec Submittal

B B-1st Review Comments
BB C-2nd Review Comments
B D-3rd Review Comments
BB E-Bv Final Reviewed Plans and Specs
B F-ADOA Final Approved Plans and Specs

NOTE: Plans and specs are not “Approved” until stamped by TPR
AND SR




